M ost Occupational Health Service (OHS) departments have some form of a Policy and Procedure (P&P) manual. This is an important tool that provides the framework for occupational health nursing practice in a particular work environment, definition of health services provided to employees, and descriptions of the methods for delivering those services. The P&P manual is frequently used to orient new OHS staff members and as the basis for developing goals and objectives by existing staff.
However, in many locations the usefulness of the P&P manual is diminished by its outdated contents. Unfortunately, the more outdated the manual becomes, the more difficult it is to bring it up to current practice. Additions and/or modifications become necessary for a wide variety of reasons. These may include: • New corporate health and safety policies (e.g., a new smoking policy).
• Changes in corporate practices (e.g., instituting pre-placement drug testing). • A new health related regulation (e.g., the ergonomics standard). • A change in the process for delivery of a service (e.g., outsourcing of DOT examinations to a vendor or a community provider).
• Implementation of a new program or service (e.g., adopting annual health risk appraisals for employees). • The addition of technology (e.g., moving from manual documentation to a computerized health information system).
Because each of these conditions may affect either the role of the occupational and environmental health nurse or the scope of services required for employees, changes to the OHS P&P manual become necessary.
A TEAM APPROACH
While insuring the accuracy and relevancy of the P&P manual is the ultimate responsibility of the nurse manager, it is a task that can be shared among the entire OHS staff. The sometimes ominous task of reviewing the P&P manual and making recommendations for changes or additions may be accomplished best by a team approach. Team members should be assigned based on their skills, familiarity in a particular area, and specific interests. When making assignments, the occupational health nurse manager should capitalize on staff members' writing ability, previous work on development of a company policy, knowledge of a new legislation, or direct involvement in a particular program.
The following steps may be taken to insure that the team reaches its desired outcome:
1. Schedule and hold an initial team meeting to review the assignment and develop a timeline for completion. This is an important first step, as it will be an opportunity to define the project in terms of resources, expectations, and roles of respective members. Use of project management techniques can significantly increase the organization and flow of work throughout the process (Eichenberger, 1998) .
2. As a team, review the existing format of the manual and decide if it is appropriate. A logical layout and categorization of material improves user acceptance and readability.
3. Assign sections of the existing manual to specific occupational and environmental health nurses to read and flag items that require updating. 4. As a team, develop a list of a) policies and b) procedures to be added to the manual (items that are not currently in the P&P manual).
5. Assign new items to individuals to procure the documentation and reference material necessary to develop new procedures or protocols.
Following submission of each team member's assignments, the team will meet again to consider the assessments and recommendations. At this juncture, the task ahead becomes apparent and the team begins to consider the work necessary for task accomplishment.
DEFINITIONS
As a preliminary step, it is critical to recall and understand the definitions of "policies" and "procedures." A policy is a statement that establish- 
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es an organization's position on a particular issue. Policies are usually set by higher level management but should always have the input of the OHS if they are in relation to employee health, safety, or the work environment. Frequently, policies are developed by the OHS and forwarded to management for approval or endorsement. In fact, it is an expectation of most managers that the OHS be responsible for knowing when a health related policy is indicated and initiating the process of developing it on behalf of the corporation.
If policies are based on a regulation or established guideline, those should be appropriately referenced in the policy statement. Example:
In accordance with recommendations of the Drug Free Workplace Act of 1984 and in recognition of the potential harm to employees and customers, this corporation adopts a "zero tolerance" policy against the use of illegal drugs or alcohol in the conduct of business or on company premises. "Procedures" define specific actions, help define steps in the activity undertaken, and are often departmental in nature rather than organizational (Rogers, 1994) . Procedures establish a consistent method of accomplishing a process and help to insure that all staff members are using a standard approach. Because they provide direction, procedures are essential for accomplishing goals and achieving the outcomes established for the OHS. Many formats exist for written procedures, but the final product should include: • The definition of the procedure. • The purpose of the procedure. • The individuals responsible for implementing the procedure. • The target audience or population to receive or be impacted by the procedure.
• The steps necessary to carry out the procedure.
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• The expected outcomes of the procedure.
• The method of documenting and communicating results of the procedure.
DEVELOPING CONTENT
The content of the P&P manual varies widely based on the practice of the occupational and environmental health nurses who utilize it and the potential health risks of the employee population at the work location(s) receiving services. As a rule, the manual begins with the highest level document s (i.e., policies) and works down to procedures that serve to operationalize the policies. Because the P&P manual is intended to be useful, it may also contain sections devoted to the tools used in the process of implementing programs and other interventions. Adding currently used forms, quesionnaires, reports , and other instruments further insures consistency and compliance . A list of supporting documentation and regulations is always included for reference to the user.
Often, the P&P review team will include a section devoted to the Professional Practice of Occupational Health. Items such as the State Nurse Practice Act(s) for the states served, the American Association of Occupational Health Nurses ' Standard s. In addition, Position Paper s may be inserted in this section. Developing a draft "table of contents" often helps team members visualize the contents and format for the completed document (see Table on previous page).
Each entry, whether it is a policy or procedure, must be dated on inclusion and on revision. If the document is in hard copy format, prior versions should be archived and preserved for future reference. Because it is intended to be a useful tool to practicing OHS staff, only the most current version of a policy, procedure, FEBRUARY 2001, VOL. 49, NO.2 reference , or form should be kept in the P&P manual.
UPDATING CONTENT
It is critical that all practitioners have the most recent edition of the P&P manual at their disposal. One way of insuring that is to number each copy and "register" it with a user. A list of copies and the user to whom it was assigned can be used by the nurse manager to track the manual to insure that it is updated when necessary.
The process of review and updating of the P&P manual can be facilitated by creating a folder of items to be considered for inclusion or documentation related to policies or procedures that might require modification. All OHS staff members are encouraged to add material to the folder as it comes to their attention. Then, on a pre-determined interval (i.e., quarterly ), the nurse manager may review the contents of the folder, determine the magnitude of the task, and assign the appropriate individuals to participate on the P&P review team. Other occupational and environmental health nurse managers find it useful to establish an ongoing committee responsible for the collection of materials, regular review of the manual, and revisions when necessary. This practice insures changes are made on a timely basis and significant modifications are not delayed until the next scheduled review.
Placing the P&P manual on a local area network that can be accessed by all users can be another way of insuring access to the most current version. When modifications are made, they need only be made once to the document that resides on the corporate computer system. The system administrator will limit the ability to write to this document to authorized users only. Others accessing the electronic P&P manual will have "read only" capability. While using an electronic format allows for ease of updating, it still requires that previous versions be archived and maintained. Dated backup tapes of the manual will provide the historical trail of versions and revisions necessary to describe the policy or procedure in place at a given time.
The P&P manual is a repository for statements and direction about health services required to insure the health of the employee population in the present workplace environment.
To that extent, it may be a binding document and while it must becurrent in its content, should not describe services that are not provided or establish unrealistic expectations for providers.
The P&P manual can be a very valuable resource for occupational and environmental health nurses, their counterparts in other health and safety disciplines, management, and employees. Not only does it provide guidance in carrying out the elements of service, it also lays the foundation for a quality program and reflects the philosophy of the organization (Ebaugh, 1998) . However, to maximize usefulness it must be kept current. Establishing a process for regular review and updating the P&P manual can make this task more manageable and improve results for everyone.
For further information, please refer to American Association of Occupational Health Nurses. (1997) . AAOHN advisory: Developing clinical guidelines of protocols for practice. AAOHN Journal, 45(10) , 476A-B. 
